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EVI DENCE OFFI CER

(Competitive Class)

DI STI NGUI SHI NG FEATURES OF THE CLASS

Thi s cl ass enconpasses a responsi bl e non-supervi sory position in
the Police Departnment, the primary duties of which are the
responsibility for the accurate accounting and security of all
property in the evidence room and verification of the proper
chain of custody for evidence. The Evidence Oficer 1is
responsi ble for the | awful disposition of property maintained in
t he evidence room The enployee in this class has the authority
to act independently foll owi ng standard operati ng procedures and
reports to and has work reviewed by the Police Chief.

EXAMPLES OF WORK

Exanples |listed below are illustrative only. They are not
intended to include all duties which may be assigned. neither
are they intended to exclude other duties which may be |ogqical
assignnents to this class.

Prepares, identifies, and mintains assigned evidence by
receiving, sorting, and securing all property delivered to the
evi dence room Rel eases property to officers, property owners,
the courts, and other agencies in accordance with appropriate

and |awful disposition of property. Mai nt ai ns an accurate
account of all property transfers and releases. Pr epares
unreturnable items for disposal in accordance with departnment
policies, court orders, federal |aws, and state statutes.
Mat ches stolen and |ost property with property inventory.
Handl es nonies submtted as evidence. Conducts audits of
property inventory. Expl ai ns evidence room procedures and

di sposition of evidence to officers, the general public, and
out si de agencies. Verifies evidence reports agai nst property to
ensure accuracy. Ensures that all efforts are taken to nake the
property roomsafe and secure for enpl oyees as well as property.
Transports evidence and materials to forensic |abs or other
agencies for investigation and anal ysi s.

Prepares and maintains records and reports related to evidence
and periodically inspecting systens and facilities for
mai nt ai ni ng such. Conpil es and mai ntai ns manual records rel at ed
to evidence including custody docunents, chain of custody

docunents, property receipts and related reports. Mai nt ai ns
detailed filing systens and records for booked property,
phot ographs, correspondence, fornms, records, and reports.
Personally files all forns and records required. Recor ds

pertinent information on |log sheets relating to daily work
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activities, tinme usage, vehicle m | eage or mai ntenance, or other
required information. Wites letters in answer to witten or
oral requests as needed. Proofreads typed materials and
corrects errors. Devel ops new forms or revises old fornms in
order to inprove the accuracy and efficiency of docunentation.
| nspects, orders, and nmaintains equi pnment and supplies within
budgetary limtations that are used for processing crinme scenes
and/ or gathering evidence. Distributes supplies and equi pment
as required.

Assists in the devel opnent and presentation of departnenta

training relating to the collection, handling and presentation
of evidence. Provides assistance to all enployees in technical
areas of work in the collection, handling, and presentation of
evi dence. Assists departnment personnel and prepares reports and
acconmpanyi ng evidence for court presentation and testifies in
court when required. Assigns and tracks court-ordered comunity
service workers. Prepares reports and docunments for the court
system regarding the activities of community service workers.
Receives and distributes court subpoenas and mmintains a
cal endar of court appearances and ot her schedul ed events for all
of ficers of the departnent.

Pronotes a positive inage of the work of the department in the
daily performance of duties. Serves as a liaison between the
departnment and other local, state and federal |aw enforcenment
agenci es. Conducts tours of departnent facilities for school or
civic groups. Answers tel ephone inquiries and assists in
handl i ng conplaints fromthe public about the operation of the
depart nment.

Perforns any rel ated duties assigned.

QUALI FI CATI ON REQUI REMENTS

Unl ess otherwi se specified, all requirenments listed bel ow nust
be net by the filing deadline for application for adnmission to
the test.

Must neet all requirements of the Municipal Fire and Police
Civil Service Law, including being a citizen of the United
St ates and of |egal age.

After offer of enploynent, but before beginning work in this
class, nust pass a physical exam nation, the selection and
adm nistration of which will be authorized by the Appointing
Aut hority, designed to denonstrate good health and physica

fitness sufficient to perform the essential duties of the
position, with or without accommdati on.

Must present docunentation indicating, at a mninmum that the
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applicant has nmet the mnimum high school graduati on
requi rements necessary to receive a high school diplom as
established by the state of Louisiana Board of Elenmentary and
Secondary Education. Such docunentation shall include at | east
one of the following: high school diplom, high schoo

transcript, certificate of equivalency, affidavit from the
i ssui ng high school, college diplom, or coll ege transcript, any
one of which nust indicate that graduation has occurred or a
degree awarded. A certification of conpletion shall not be
sufficient to substitute for certification of graduation.

Must possess a valid driver’s license.

Must not be | ess than twenty-one (21) years of age.
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